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29 July 1849

TO ¢ Members of Stalf Training Division, ™S

o+

SUBJECT: Punctions and Responsibilities of Chief Instruciors

1, In the followiag are outlined tlhe enersl functions and
vho are ocecupyin, the

positions of Chief [natruciors of

by the 8%tarf Training Division, This list will serve as a

directive both to the Chief Instructors coucerned and tc other

stalfl members,
£, Under the general direction and supervision of the Caief. P
Staff Training Division, the Chief Instructors will bs res- A
ponsible for: Q)
N o
&, The planning, eonduct, aduinistration, und cont 4
of 8ll training activitles witlin the sphere of the 83 (o
respective departmenta. This includes specifieally
le Prafiing of course schedules for apiroval ‘}{:W %
by the Chier, Staff Training Livision. N
2. Conduct and control of training courses € § <
&8 scheduled amd aparoved, ’ “ldga &
B0
< e =)
5. Responaibility for organization, presenta-g R E;;ﬁ
tien, conternt, and trsining value of all & a0 d
leotures, seminars, discussions, case historiss,o 2 O
and lsboratcry protlemas, § 5 5 .
o B2 =2
4. Limison with Staff and Braneh officers on$ C>J; §
i |8 ]

matters of substance and policy conbeont of leGbud
as delegated by the Chier, Staff Trainicg vivision.

5. Reorulting, scheduling, and briefin, of all
guest lecturers snd branch ¢perations officers

asslstlag In trainia_, problems.

6. Collection, coordination, and revisioa of

2ll lecture outlines and ciarts to be usged by
staff instructors aad jucst lecturers; submissio.

of outlines tu the Chief, STD, for rinal approval,
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7. Coordinatien, editing, and revision of all
treining materials, lneluding study guides, brlefing
instructions, and cnse histories to be used 1ln the
ecourse; submi ssion of materisls to Chlef, ST, for
final approval; reproduction, distribution, and
control of all trelning materials, '

8, Cenduet or provision of adequate briefing for
and eritique of all laboratory work and btralning
problens,

9. Development, improvement, and periodic reassess-
ment of new trainin, methods.

310, PTrainin; dirsction of all students, including
individual conferences, observations, and ;juldance
of students,

11, Assignment, supervision, and procesasing of
individual students' projeets, such 2s area
planning problems.

12, Planning and supervision of tutorial trailning,
where necessary, and when epproved by Chief, 37D,

15. Direction, aupebviaion,'and coordination of
ressarch as requirsd for the respectlive courses and
conducted by varionz staff iIngtructors,

14. Preparation of periodic meetings with staff
members asglzned to the course for the dlseussion
of training problems.

15. Presiding over board reviews and rcund-table
diseussions,

16. Procureusnt and maintenance of tralning
feeilitles, equipment, and supplles.

17. Centrol of training security to be malntained
by students, staff members, and guest lnstructors,
partieularly with respact to the protection of
students® trainin, nmaterials, classified laformation
and operaticns,

18, Prepsratien of reports to the Chief, STD, on
all courses c¢omnducted,

b. The conduct sand adminlstration of evalustion
functions as assi:zned to their respective departments,
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This involves specifically the responsibility for:

l. @rading of problems and other for-s of
laboratory work.

2+ Collection and eoordination of evelustion scorss
and reports from other staff members end guest
instrastors.

8. Prepsration znd conduct of weekly svalustion
meetings,.

4., Informling Breach ani 3Staff chicfs or their
Training Iialascn Officers about tie prosress of
trainees,

5. Prepsration of final evalustion r<ports on
indlviduel students. FKevliew of such reports ané alil
indlvidual trainfing Ciles with Branch and Starf
chiefs when indicatad,

6. Develoomoeat, improverment, and periodic reassess-
ment of evaluation mothods with emphesis on objective
tests were indicated,

7. Applicatlon ol evalustion standsrds as epproved
by the organization,

8. Establisiment snd malntenance of a sound belance
between trainlng snd eveluation aetivitiles of caeh
course,

¢. The directlion and supervision of all personnel asaigzned
permanently or temporarily tc their respective staffs,
This includss speciflically:

1, Direcetion and supervision of stafl instruciors
assisned to ths ¢ourse on a full-time or part-tiae
basis.,

2. Assiining to embers of their staff specific
projects sad lecturs responsibilitles; supervision
of the execution of suci assignments,

3, Direction and supervision of administrative
and eclerical porsonnel assigned to thelr stsff.

4., Adminlstrativs supervision of all students for
the duration of tie course.
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6. Training of new instructing end administrativee
clerical porsonnel assigned to the staff,

6. Preparstion of efficlency reports on starf
personnel to be reviewed by the Chief, STD.

d. The coordination of their owu respective objeectlves
and activities with those of other ssctions and coursas
in TRS, particulsrly in the Staff Trainin; Division,
This involves close cocseration wliti otuer Chief
Instruetors in oTD,

8, Keeping the Chlef, 37D, informed shout all important
developments in their respective staffs and edurses,

In the absence of the Calef, Staff Fraining Livision, the

Chiefl Instructors will report directly to the Chisf, TES or
his Deputy for consultation ana approval of projects or
decisions,
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